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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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SAP POSITION NUMBER 
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APPOINTEE 
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Percent of 
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Shirley Liu
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: Donna Aguilar
	personnel date: 10/24/2011
	PERCENT OF TIME: 














45%
	activity: POSITION SUMMARY
Under direction of the Staff Services Manager I, Administrative Services Office (ASO), this position performs a wide variety of complex administrative, technical, and analytical duties.  The individual is expected to exercise independent judgment in decision making and take action in accordance with Government Code, State laws, and Departmental policies and procedures.

ESSENTIAL FUNCTIONS
This position requires: regular, consistent, and predictable attendance; good judgment and tact; the ability to effectively communicate both orally and in writing; proficiency with standard office computer software and Departmental databases; to establish and maintain the confidence and cooperation of others; consult with and advise management and staff on complex subject matter; plan, organize, prioritize and analyze information from multiple sources; apply the analytical process to recommend and carry out solutions; maintain and apply knowledge of Departmental, State, and Federal policies, procedures, regulations, and laws. 

Prepare a broad range of contract documents and manage Division of Operations and Maintenance (O&M) contracts as assigned.  Provide advice and assistance to program staff with the preparation of complex service contracts, including but not limited to, IT contracts, Interagency Agreements, equipment maintenance contracts, IFBs, RFPs, RFQs, NCBs and other required documents.  Review documents for accuracy, completeness, and adhere to the State Contracting Manual, State Administrative Manual, DWR guidelines and procedures.  Work closely with program staff in writing and/or editing contract language for clarity, conciseness, and technical soundness. Provide guidance and administrative assistance to program staff preparing contract packages, including but not limited to bid packages, consultant memoranda, task orders, DVBE documentation, sole source justifications, correspondence, notices of intent to award and bid protests.  Conduct pre-bid conferences and bid/proposal openings in collaboration with program managers and Subject Matter Experts.  Request and review funding strips to ensure documents match data entered into the Department's Database System (SAP) requisitions.  Work with program managers to troubleshoot and correct SAP requisition data as necessary.
	classification: Associate Governmental Program Analyst 
	appointee: VACANT
	dwr position number: 2010-5393-XXX
	sap personnel no: 
	sap position number: 50054291
	division: O&M/Administrative Services Office
	mcr: 1
	percent2: 30%










10%

















15%













	activity2: Conduct research of written and electronic materials from numerous sources and synthesis data to prepare reports, presentations and correspondence as needed to support the State Water Project (SWP) Utility Contracts Management Office direction on controversial projects.    Assist management with developing alternative solutions to various controversial and complex utility contract related issues, and develop recommendations to management.   Read and comprehend various technical documents such as policies, procedures, standards, regulations, technical reports, and contracts related to SWP Utility Contracts.  Use SAP to monitor, report, and control expenditures, commitments, and balances associated with organizational and program cost centers, including internal orders for the SWP Utility Contracts Management Office.


Act as the liaison with the Department of Motor Vehicles (DMV) to manage the Division's Employer Pull Notice Program and obtain O&M Headquarters' employee driver records.  Identify violations based on the California Vehicle Code, notify supervisors of any employee violations, and advise appropriate course of action to prevent future violations.  Create and analyze reports to track and maintain list of employee drivers license data and submit to DMV to obtain pull records for new employees.  Cancel pull records with DMV for separated or transferred employees. Prepare and review quarterly mileage reports for emergency-use vehicles for completeness and obtain Division Chief's approval for submittal to the Transportation Office.  Coordinate the annual renewal of home storage permit applications for emergency response vehicles and van pool commute applications for completeness and conformance with departmental procedures and obtain Division Chief's approval.  Track mileage/usage of vehicles and enter data into SAP to monitor Headquarter's vehicle maintenance.  Transport O&M vehicles for maintenance and repair as needed.  This may require driving on public roadways.  Provide a detailed monthly review and analysis of all O&M vehicle fuel transactions to identify discrepancies and report cases of potential fraud to management.  Review and analyze monthly mileage and lost time injury statistics for benchmarking purposes and provide year-end data to the Division Safety Coordinator for field division safety awards.

Research, analyze, and develop solutions to problems specific to O&M relating to contracts or contract processes/tools, and other related administrative services.  Review and capture workload data, analyze and provide recommendations to improve existing Headquarters ASO processes; identify areas where process improvement can be applied; develop alternatives; formulate recommendation and develop implementation plans. Develop and carry out approved implementation plans. Prepare reports as requested by Management. Act as a team leader on projects assigned, provide training and assistance to junior staff, and direct students to complete special projects as necessary. Identify, track and analyze State contracting related legislation changes affecting O&M contracts and advise management on the impact or potential impact to the O&M contracting.  Act in the SSM I's absence as requested.
	percent 3: 
	activity3: OTHER REQUIREMENTS:  

Must have stamina and ability to work at a desk and/or computer for extended periods of time; must be able to operate a computer.  Ability to work well with other people (and different personalities), deal effectively with the public, and accept changes in assigned priorities based on operational need.  Occasional travel is required; therefore, incumbent must possess a valid California Driver's License with a good driving record.  
	supervisor name: 
	employee name: 


